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Finding a summer job 


easier. Read it A hy 
and start looking for your 
summer Job now. 


start now... 


It is never-too soonto start looking for a summer 
job. There is a lot ofompetitionvand if youre the first 
one applying fora job you have a greater chance of 
getting it. Some employers:start thinking about 
summer help in the winter montns /By April, many 
jobs are already filled. Remember, the early bird gets 
the worm. 


get organized... 


It takes time to find a job and you have to be willing to put in the 
effort required to find one. Start your job search by getting organized. 
Here is a list of things to do. 


@ Apply fora Social Insurance Number. Application forms are 
available at your local Canada Manpower Centre, Unemployment 
Insurance Commission office, Post Office or Canada Immigration 
Centre. /t takes three to five weeks to get a card, So apply early. 


m Prepare a résumé of your personal characteristics and aptitudes, 
your education and work experience. No job-hunting tool is more 
useful. 


mM Tell everyone you know you are looking for asummer job. Your 
parents and their friends or your own friends and their parents, 
might know of a summer job that you could fill. 


™ Goto your nearest Canada Manpower Centre or eae Man- 


get requests from employers 
that would be right for you. 
m@ See your school guidar 2 
phone schools to find.su 
sellor would knowsa 


@ Read the an iad’ 
a 
& 


writing your résumé 


Your résumé will provide employers with a good idea of your 
background and work experience. The information should be neat, 
clear and to the point. If possible, keep it down to just one page, 
and make sure that the sections are well spaced so your resumé 
can be easily read. 


Include references, but be sure to ask the people if you can use 
their names before you do. It's good to use the names of your former 
employers and/or teachers as references. When listing the jobs you 
have held, start with the last job first, and include part-time jobs you 
may have held. 


It’s not necessary to type a new résumé each time you send it 
to an employer — you can make photocopies at your school or 
municipal library. 


here is a sample résumé 


NAME: John Jones 
ADDRESS: 218 Cooper Street, 

Golden Heights, Alberta 
TELEPHONE : 418-0000 
DATE, OF BIRTH: October 20, s195¢e 
SOCIAL INSURANCE NUMBER: 120-000-526 
GENERAL HEALTH: Excellent 
EDUCATION Cours 
school Grades Years Followed Location 
Lindsay Public 
school gr. 1-8 1963-71 general Golden Heights 
John High 
School gr. 9-10 1971-73 academic Golden Heights 
Lee High 
school gr. 10-13 1973-76 academic Golden Heights 
Golden Heights 
Community LSsteand 1976-78 business Golden Heights 
College end year admin. 


WORK EXPERIENCE 


1. Bluenose Store 
I was a salesclerk in the sporting goods depart— 
ment during the summer of 1977. 

2. sunshine Camp 
I was a camp counsellor for two months during the 
summer of 1976. I taught swimming and looked after 
two tents of nine-year-old boys. 
sunshine Camp is run by Holy Cross Church in 
Golden Heights and isS approximately 25 miles north 
Of Spnat, Lown’: 

3. Happy Card Company 
During the winters of 19735; 1974; 
Christmas cards for the Happy. C rd 


HOBBIES AND INTERESTS ...\\ 


mates to represent Qs 
I sat on the counQems 
Heights Community, College 
club and play basket! At 
ski and Swim... fs 


REFERENCES «~ 

Mr. Donald Ba 
otore, Gold 
Stone, account 
College. Tels 


writing a letter of application 


When applying for ajob, a covering letter should go along with 
your resume. 


Your letter should be clear and concise. Type it if you can. If not, 
be sure your writing is legible and the presentation neat. Keep your 


letter short, and don’t cover the same material that’s already in your 
resume. 


Make sure your letter is addressed to a specific person. If you 
do not know who to address your letter to, telephone the company 
and find out the name of the personnel director. That way you can be 
sure your letter will reach the right person. 


If possible, deliver each letter and resumé in person because 
you stand a better chance of getting an interview. 


here isa sample letter of application 


218 Cooper Street, 
Golden Heights, Alberta, 
vanuary slows 


Mrs. Jennifer Smith, 
Director of Personnel, 
BY Ze cones 

Golden Heights, Alberta. 


Dear Mrs. Smith: 


I am studying for a career in busi-—- 
ness administration and I would like to work with 
your company this summer to get practical experience 
in the working world. 


I would prefer to work.as a clerk, 
bute aieaw Lorn oe To Mt Thi VanvwwoLrrer position "to obvain 
experience. I have completed two years of a three— 
year business administration course I am taking at 
Golden Heights Community College. 


Enclosed find a résumé outlining my 
educational qualifications and previous experience. 
I would be available for an interview whenever it is 
convenvent foryyou... Lf you wouldselikerany further 
information, please contact me at 418-0000. 


Yours Sincerely, 


fol fon 


John Jones 


during the interview 


m@ Take acopy of your résumé with you in case the interviewer 
doesn’t have the one you sent. 
m™ Dress well. Have your shoes shined and your hair combed. 
m@ Arrive early enough so you have time to compose yourself before 
the interview. 
mM Tell the secretary you are there for a job interview. When you meet 
the interviewer, shake hands and wait until asked to be seated. 
™ Look at the interviewer and answer questions honestly and 
directly. Hedging may make the questioner suspicious. 
@ Be prepared to answer specific questions. Many interviewers ask 
the following: 
Why do you want to work for us? 
What can you tell me about yourself? 
What are your long-term career goals? 
What are your weaknesses? Strength CANNY 


by reading public eas Ck 1ures, 


ask them. But don’t ask questions: the 


follow-up 


A few days later, telephone the interviewer and ask if a decision 
has been made. This will show that you have initiative and are 
really interested in getting the job. However, don’t telephone more 
than once. It may only annoy the interviewer and not speed up the 
selections process. 


now you've got the job 


Arrive at work on time. Look neat. Be alert and eager to learn 
and don’t consider a task beneath you. Work hard and take only the 
amount of time specified for coffee break. If you follow these sugges- 
tions, you will likely be the first to be considered for the job next 
summer. 


GOOD LUCK! 
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